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INTRODUCTION TO THE TIC (TENANT INCOME 
CERTIFICATION)

ÅThe TIC is the tool you will use to calculate income and determine tenant eligibility 

ÅIt is required! 

ÅThere are instructions on the PHB website

MAKE SURE YOU ARE USING THE CORRECT TIC!

1. PHB TIC(PHB Funding, MULTE, SDC and IH use this TIC)

2. PHB Self-Certification TIC(MULTE, SDC and IH use this TIC at recertification)

3. HOME or HOME/PHB TIC(HOME only, or HOME+PHB Funding)

4. HOME funding and LIHTC(HOME+LIHTC)

5. HOME Self-Certification TIC(HOME only, allowed on self-certification years)
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https://www.portlandoregon.gov/phb/article/727830
https://www.portland.gov/phb/documents/tenant-income-certification-forms/download
https://www.portland.gov/sites/default/files/2020-06/selfcertificationofhouseholdannualincome.pdf
https://www.portland.gov/phb/documents/home-only-tic/download
https://www.portland.gov/phb/documents/home-and-lihtc-tic/download
https://www.portland.gov/sites/default/files/2020-06/selfcertificationofhouseholdannualincome.pdf


WHEN TO USE THE TIC?

ÅMove-in

ÅAnnual recertification 

ÅChange in household composition (baby is born, new adult 

moving into home)

ÅUnit transfer 
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IDENTIFYING THE CERTIFICATION TYPE

ÅNew household moving in? INITIAL CERTIFICATION (also known as 

move-in certification)

ÅOne year since household has moved in? RECERTIFICATION(required 

annually ON or BEFOREmove-in anniversary, but NOT AFTER)

ÅChange in household composition? OTHER

ÅUnit Transfer? OTHER
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EFFECTIVE DATE VS. MOVE-IN DATE

ÅMove-In Date :  Actual date that the tenant moved in initially OR when the tenant will 

move in

ÅEffective Date : Date the income determination is effective

HELPFUL HINTS

Å TIC must be signed by all adult residents and owner/representative on or before EFFECTIVE DATE

Å At Initial Certification, EFFECTIVE DATE should match the MOVE-IN DATE, (TIC may be signed up to 10 days 

early at Initial Certification)

Å At Annual Recertification, EFFECTIVE DATE should not be later than one year anniversary of the MOVE-IN 

DATE

Å Recertifications may be completed and signed up to 120 days before theEFFECTIVE DATE

Å If a child will be 18 years old by the EFFECTIVE DATE, their income is included, and they will sign the TIC along 

with other adult residents
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PART I. DEVELOPMENT DATA

ÅWhich property are we at? In what county?

ÅWhatõs the address? Which building is the unit in?

ÅBIN-if you know it, great! If you donõt know it, donõt worry about this field.

ÅWhich unit is this TIC for? 

ÅHow many bedrooms in the unit? (studios = 0)
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PART II. HOUSEHOLD COMPOSITION

ÅWho is living in the home? Or who will be living in the home? (exception: live in caretakers)

ÅFor more detailed information on who is part off the household, please refer to Chapter 3 of the 

HUD Handbook.

Å Note: unborn children and children in joint custody arrangements who are present in the household 50% or more of the time 

are part of the household. 

Å Last 4 of social -if applicant does not have one, 0000 is sufficient for PHB
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https://www.hud.gov/sites/documents/43503c3HSGH.PDF
https://www.hud.gov/sites/documents/43503c3HSGH.PDF


STOP! 

ÅGreat resource to learn about all 

sources of income and assets

Time to use the Applicant/Tenant Questionnaire!

Å And, it is REQUIRED at move-in (ALL 

adults are required to fill out/sign a 

questionnaire)

Å It is also required whenan adult is 

being added to the household (new 

adult will fill out/sign/date)

Å Signature date must be on or 

before effective date of TIC
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https://www.portlandoregon.gov/phb/article/653292


WHICH INCOME IS COUNTED AND 
WHICH INCOME IS NOT?

For more information on dependent income, see HUDõs 4350.3 Occupancy Requirements of Subsidized 

Multifamily Housing Programs, Chapter 5: Determining Income and Calculating RentSection 5-6 (page 7-9)
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https://www.hud.gov/sites/documents/43503c5HSGH.PDF
https://www.hud.gov/sites/documents/43503c5HSGH.PDF


PART III. GROSS ANNUAL INCOME

PHB uses HUDõs 4350.3 Occupancy Requirements of Subsidized Multifamily Housing Programs, 

Chapter 5: Determining Income and Calculating Rent, to assess income using the gross income 

calculations (we do not use adjusted income with deductions)
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https://www.hud.gov/sites/documents/43503c4HSGH.PDF
https://www.hud.gov/sites/documents/43503c4HSGH.PDF


3RD PARTY VERIFICATION OF INCOME

ÅAt MOVE-IN:  All programs will verify income and assets at move-in

ÅWhen a new adult is being added to the home mid-certification, verify new adultõs 

income

ÅHOME has specific rules around 3rd party verification. Please refer to your HOME 

Restrictive Agreement and the HOME Manual. 

TIPS for 3 rd Party Verification

Å can be written, verbal or electronic

Å Bank statements

Å Notarized documents

Å Paystubs

Å Benefits award letter for TANF, SSI, etc

Å Child support award letter 

Å Letter from family member
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HOW TO CALCULATE INCOME

Incomes sources can be simple and/or complex, letõs look at a few examples!
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HOUSEHOLD #1: SIMPLE

ÅAlex and Pat are both adults. Pat works year round and Alex works seasonally.

ÅPat makes $15.00/hr working 32 hours/week and does not expect a raise this year

ÅAlex works as a delivery driver during the holiday season, making $18 an hour, 30 hours/week for three months of the year

ÅPat: $15 x 32 hours x 52 weeks = $24,960

ÅAlex: $18 x 30 hours x 12 weeks = $6,480

ÅTotal Household Income: $31,440
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HOUSEHOLD #2: COMPLEX

ÅJohn is an hourly worker with an inconsistent schedule

Å John makes $14.00/hr and expects a $0.50 raise in 6 months. 

Å John works part time, usually 15ð20 hours a week. 

Å ($14 x 17.5hours x 26 weeks) + ($14.50 x 17.5hours x          

26 weeks) = $6,370+ $6,597.50 = $12,967.50

ÅJohn receives tips at his job 

ÅJohnõs employer verifies his tips at $100-$300/week. 

Å $200.00 x 52 weeks =  $10,400

Å$12,967.50+ $10,400= $23,367.50

Å John receives TANF support monthly of $332

Å $332 x 12 = $3,984

Å Johnõs daughter receives Social Security survivor benefits 

of $1,144 a month

Å $1,144 x 12 = $13,728
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WANT MORE EXAMPLES OF INCOME 
CALCULATION? 

ÅRefer to the calculating income section of the HUD Handbook!
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https://www.hud.gov/sites/documents/DOC_35649.PDF


PART IV: INCOME FROM ASSETS

ÅThere are two ways we analyze assets: 1. The actual cash value of the asset and 2.  The income the asset produces

Å F: type of asset (checking account, savings account, CDs, money markets, retirement accounts, real property)

ÅG: is it a current asset or did the tenant disposed of the asset for less than fair market value in past 2 years

ÅH: cash value of the asset

Å I: annul income from asset

ÅTime to look at column H to see if this amount is MORE than $5,000 or LESS than $5,000é

Further guidance available in 

HUD 4350.3 Chapter 5

Note: Passbook Savings Rate 

changed from 2% to .06% in 2015

Column G refers to Current or 

Imputed, in this case Current 

means the family currently holds 

the asset and Imputed would be 

used if the family has disposed of 

the asset for less than fair market 

value within two years of effective 

date of the certification
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INCOME FROM ASSETS EXAMPLES
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TOTALING INCOME AND HOUSEHOLD INCOME
(AND TENANT SIGNATURE/DATE)

All household members who will be 18 or older at the certification effective date must sign the TIC
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PAGE 2 OF THE TIC

Both of these fields are pulled from 

page one of TIC 
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PART V. DETERMINATION OF INCOME ELIGIBILITY

ÅFill in total household income (this comes from total on first page of TIC) 

ÅCompare household income and size to the appropriate AMI/MFI chart found here to determine which 

threshold of affordability is met (should be less than or equal to regulatory restriction) and fill in 

restriction level (% AMI/MFI) and Current Income Limit (max income)

ÅReview householdõs move-in TIC for move-in income and household size 

ÅDetermine your programõs income rising in place limit and indicate if exceeded (program specific)
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https://www.portlandoregon.gov/phb/74607


EFFECTIVE DATE = WHICH AMI/MFI INCOME LIMITS 
TO USE 

Examples

Å1. If the effective date on the TIC is 4/23/19, you will use the 2018 limits, NOT the 2019 limits. 

Å2. If the effective date on the TIC is 4/25/19, you will use the 2019 limits, NOT the 2018 limits. 

2019: https://www.portlandoregon.gov/phb/article/731546

2018: https://www.portlandoregon.gov/phb/article/684577
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https://www.portlandoregon.gov/phb/article/731546
https://www.portlandoregon.gov/phb/article/684577


PART VI. RENT

ÅTP : what the tenant pays out of pocket

ÅUA : enter the utility allowance amount for the unit type (program determines this methodology)

ÅNon -optional charges : any other required fee, such as mandatory garage rent or required renterõs insurance

ÅRent assistance: amount of voucher or other rent assistance received

ÅFollow directions for adding up gross rent!
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PART VII. STUDENT STATUS

Student status is specific to STATE and FEDERAL funding. 

Å If you have HOME or LIHTC, you must fill this out.

ÅIf you donõt have HOME or LIHTC, you will write NA in the exemption box. 
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PART VIII. PROGRAM TYPE

ÅIndicate which programs apply to the unit and at what affordability level the 

tenant/applicant qualifies at. 

You can fill in multiple programs if needed using the blank fields
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